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Fuel Card Program Overview

o Mansfield Oil Company will issue the Voyager card for the State Fuel Card Program. It provides the
flexibility to fuel your vehicles at 90% of the retail stations nationwide. Contract prices under this
program allow your cardholders to purchase tax exempt motor fuels at participating retail stations.
The card will give your organization the ability to purchase all brands of fuel products. The Mansfield
Oil/Voyager card is a powerful and dependable fleet card with extensive management features that
increases accountability and security, providing you a method to eliminate theft and fraud.

e Access to numerous online tools will be available through the Mansfield Oil website. This
presentation will assist you in navigating the Mansfield website and managing your account online.
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About the Voyager Fuel Card

The Voyager fuel card consists of a 9 digit account number, the card number and a check digit.
Below is an example of a card and how the numbers are laid out on the card.

The back of the card has a toll free number to call for assistance. The number is 1-800-987-6591. Please
be aware that this telephone number goes to Voyager Fleet Services and does not go to Mansfield Qil.
You are welcome to request the Voyager representative to transfer you to Mansfield Customer Service.

Account Number Card # Check Digit

Commonwealth of Firs

[12345 678911234511 -
VOYAGER *

AGENCY OR JURISDICTION NAME ald L1
VEHICLE DESCRIPTION

VEHICLE 123456

Expiration Date
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Contacts

Mansfield Government Services - 1-866-275-7338
Freida McLendon — 678-450-2266 — Account Manager

Carla Collins — 678-207-3162 — Operations Specialist

Lost, Stolen or Damaged Cards

During normal business, please report on the FuelNet website.
After business hours please contact Voyager at 800-987-6591.

For Assistance while at the pump, contact Mansfield at 866-275-7338.

Questions regarding the DGS OFMS Fuel Card Program contact Patricia Roach at 804-367-6935.
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Exception Codes

M (Mileage) - Odometer - Incorrect or no data entered.

D - Duplicate Transaction

O - Other than Fuel - This could be oil changes, parts for vehicle, car washes, etc...
A - After Hours (7pm - 5am)

H - High grade fuel (anything above unleaded)

P - Product Type

V - Aviation Fuel

W - Weekend

R - Propane

2-9 - Multiple Fuelings

S - Special - Over $15 carwash

6|Page



Welcome to Fuel Net!

FuelNet is Mansfield Oil Company’s information portal for customers regarding card information,
transaction reports and invoices.

To begin, go to www.mansfieldoil.com.

At the top, right of the webpage you will click on the FuelNet Login. You will enter your User name and
your password where indicated.

If you receive an error message and have verified what you have entered was correct, please send an
email to ccollins@mansfieldoil.com or fmclendon@mansfieldoil.com or call 866-275-7338 for
assistance. Always include your agency name, account number, your name, your email address and
your call back number.

mmanSfield About Mansfield ~ Divisions ~ Mansfield Cares  Careers FuelNet Login

North American Energy Supply, Logistics,
Distribution & Risk Management

Q
Fuelyer

@ English OFrangais
Login ID
Password
Login Help
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The Home Screen

Once you login you will directed to the Home Page. Here you will be able to access Drivers, Vehicles,
Reports and or Invoices depending on your access level. You will access Reports and Invoices thru the
Reports tab and you will access Drivers and Vehicles through the Applications tab.

L] Browse Page
N
Fuelner

Home  Applications ~

Lists
Libraries
e Welcome to FuelNet
Account Settings
eFuel Invoices

Reports

Libraries
FuelNet Help

Lists
Knowledge Videos'\Links

Quick Links

Video pour Fuellet - En
Francais

Widget data reflects billed (or invoiced) volume;for transaction detail, please view reports.

Volume Trend Carbon Footprint Products

W Conv Eco

W 32 fuel ol - bulk
additive
biodiesel

W diesel - bulk

W gas - midgrade

" I M rolead - bulk

Home  Applications -

Lists

Libraries

Taols Welcome to FuelNet
Account Settings
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Reports

To access reports, click on Reports below the Home button that is highlighted in orange.

B &
Fuelner

Home  Applications ~

Lists

Libraries

Tools W
Account Settings

eFuel Invoices

Reports

Libraries

Fuellet Help

You will be redirected to the “Reports Portal”.

Place your mouse on top of “Transaction Reports”. A list of available reports will populate in a drop
down box. You can place your cursor over each report for a description of information provided.

To select the report you want to run, simply click the report name. The selection will turn green in color
and may take a few seconds or more to redirect you to the data entry page. You will only need to click it
once.

Home  Applications -

R Mansfield

Operations Tral ion Reports Fuel Systems and Services Invoice Reports
Daily Summary
Widgets Daily Summary By Location
Refresh Detail By Agency

Driver Listing Report

Exceptions By Agency

Fuel Management Report

No Widgets Standard RawData Far Export
Sub-Agency Usage by Product

Summary By Agency

Summary By Agency and Product

Summary By Agency and Product Total
Summary By Sub-Agency
hicle

hicle (Daily)

Vehicle Listing Custam

Vehicle Summary By Fuel Type
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Each report will have sections to specify the information you need including the date frame, site
(backyard sites), start and end dates, and date criteria. Also, you will generally select “All” for the
“Choose a Site” field. Below is a standard example of how to retrieve transaction details. When you have
entered your information click “View Report”.

Home  Applications = Search this site... p §

Welcome VA ! User Preferences

R Mansfield z

sneered By
Operations | Transaction Reports | Fuel § and Services | Invoice Reports E ENTINUUM

Detail By Agency

View fuel and non-fuel transactions by agency and vehicle, with driver, location, product, date, quantity, and costs. Odometer, KPL, and appiicable exceptions are included. Run the report by date range, and filler by company, site, and/or vehicle ID as needed.

Choose a Company ‘ 14797-14797 : DGS OFFICE OF FLEET MGMT V‘ Choose a Site _ALL v
View Report
Start Date 4/1/2017 H End Date 4/15/2017 H
Date Criteria Post Dates - Billed v Fiter By Vehice> [ |
——

The screen will show a rotating green circle with the word “Loading”. The report will populate on the
screen shown below. To save or print your report click on the blue save icon indicated below. You can
choose the format you want to export the report. **If the report does not populate on your screen, you
may experiencing compatibility issues. Please see the Compatibility Issues section to change your
settings.

R4 Mansfield

Operations Transaction Reports Fuel Systems and Services Invoice Reports

Detail By Agenc

\iew fuel and non-fuel transac by agency and vehicle, with driver, location, product, date, quantity, and costs. Odometer, KPL, and applicable exceptions are included. Run the report by date range,
Choose a Ci [14797-14797 : DGS OFFICE OF FLEET MGMT v Choose a Site [LaL v
Start Date [a/1/2017 | End Date [4/15/2017 | &
Date Criteria Post Dates - Billed v Filter By Vehicle ID | |
——
M 4 [ Jefaz1 b DI & [ |Find|next H-| @& &
Document Map E XML file with report data i
CSV (comma delimited)
[ERSSRS CardDataDGS D 1
I T | PDF ;
Flupls, S memiie (web archive)  Detail [by Agency]
Excel ransaction Dates 4/1/2017 to 4/15/2017
COMMONWEALTH OF VA TIFF file
ST OUUU: 00 GMU SAFAHI Word
1272 VYGR T Eleven NEWPORT 89,089 13.30 (1 UNLEADED 4372017 0833

E1006057: 06 FORD TAURUS
4852 WYGR Fifth Third Ban 82,850 21.60 01 UNLEADED 3312017 1004
4852 VYGR Sheetz ROANOKE, 83,007 2260 01 UNLEADED 4122017 1031 _

E1006069: 06 FORD TAURUS
4864 WYGR T Eleven 108.055 17.70 01 UNLEADED 472017 1519
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A box will appear on your screen, normally on the bottom, asking if you want to open or save the report.
Click OPEN.

Home  Applications ~ Search this site... Fel

Welcome VA ! User Preferences

RaMansfield s

y
Operations | Transaction Reports | Fuel Systems and Services | Invoice Reports EENTINUUM

Detail By Age!

View fuel and non-fusi transactions by agency and veicle, ; , product, date, quantity, and costs. Odometer, KPL, and applicable exceptions are included. Run the report by date range, and fiker by company, site, andir vehicle ID as needed.
Choose a Company [14797-14797 : DGS OFFICE OF FLEET MGMT ~]  Chooseasite AL ~
View Repart

Start Date 4/1/2017 ] End Date 4/15/2017 2
Date Criteria Past Dates - Billed v FiterByvehideo [ ]

e
I 4 1 Jef3zr b b @ [ leindine H- @& &
Document Map N

| Mansfield

Fugls. Simp“ﬁed.Fuel Report - Detail [by Agency]

By: Posted Transaction Dates 4/1/2017 to 4/15/2017

COMMONWEALTH OF VA Report is restricted to DGS OFFICE OF FLEET MGMT
1000/ U0 GMG SAFARI
1272 VYGR  7Eleven NEWPORT ~ 89098 1330 01UNLEADED 4/3/2017 0833 2020 §4320 £3390

EI00B057: 06 FORD TAURUS

4352 VYGR  Fifth Third Ban 82850  21.80 01UNLEADED 33112017 1004 826 520,00 51665
4852 WYGR  Sheetz ROANOKE, 83007 2260 01UNLEADED 41202017 1031 6.95 §15.01 512,96
16.21 §35.01 $29.61

E1006069: 06 FORD TAURUS

| Do you want to open or save SSRS_C _D1.pdf from enti i Open Save | v|| Cancel

The report will open up in the format you specified. You can now choose to save this report to your
computer or print it by going to the file menu at the top left side of the screen.

Edit View Document Comments Forms Tools

e Ctrl+0 h Secure / Sign ~ Forms ~ E Multimedia ~ 9 Comment ~
>

Advanced Window Help

Organizer
= e V WIN A A -
Create PDF Portfolio N (7| &K (8 8 6% - = | Find
Modify PDF Portfolio »
1 Create PDE »
.ﬁ Combine > f'
I sfield
2] Collaborate > mplified Fuel Report - Detail by Agency]
M- = By: Posteq Transaction D26 1/1/2014 10 1132014
Save SR Repart s restrcted 1o DGS OFFICE OF FLEET MGMT
Save As... Shift+Ctrl+S
R Save as Certified Document...
[l &3 Export »
= VYGR TEXACO CHARLOTTESVL, 111.98¢  S40D1UNLEADED 12312013 0812 157 3704 sR.12
| Attach to Email... VYGR TEXACO CHARLOTTESVIL, 112141  10.0001 UNLEADED 192014 1024 1468 s47.01 $416¢
Revert Total for Venikse ID; 000052 2626 $84.05 $7476
Close Ctrl+W VDOT CHESTERAHQ CHESTER. 104557 D1 Uniisaged 162014 06 2250 %323 $64.18
Properties... Ctrl+D
VDOT  VALLIAMSSURG SHOP 105,516 D1 Unveaced 172018 1457 1590 su68 54535
Print Setup... Shift+Ctrl+P
=il Print... Ctrl+P
VYGR Shel-Equia FAIRFAX,VA 84606  0.00D1 UNLEADED 122014 1146 1746 $59.18 ss1.82
3 History >
1 C:\Users\...\SSRS_CardDataDGS_D1.pdf VYGR SUN NEWPORTNEWS,VA 781080  OOODIUNLEADED 123072013 1182 2078 56860 61588 |
2 C:\Users\jpatrick\...\How to - Invoices.pdf
3 C:\Users\...\How to - Vehicle Reissue.pdf VYGR ConcordEFS BASYE,VA  107.005 335001 UNLEADED 1S2018 1547 as1 $30.44 $2657 w
4 C:\Users\...\Virginia - VEHICLE REISSUE.pdf S B v e Tre—— s
5 C:\Users\...\Virginia - Vehicle History.pdf
Exit Ctrl+Q
Exception Codes: 2-9 = Multipie Fusiings. H = High Grade: W=Weskend A = OF Hours (Not batwaen Sam - 7pm)
D= Dupicate V= Aviaton R-Prpane £ - Ememency PIN used (MOC Assgned)
Tuesday, Jamary 14, 2014 1or363
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Compatibility Issues

Sometimes users have upgraded to Internet Explorer 11. This upgrade has caused compatibility issues
with running reports on Mansfield Oil Website. To ensure you are able to view and run reports you will

need to put your browser in “Compatibility Mode” to run you transaction reports.

Pw

With Internet Explorer 11 open and the report portal page displayed, select the settings “gear”

DSBS | ey /o mansfieldfuels.com oo O+ G

at the top of the screen and then select the Compatibility View Settings menu item.

L) Reports Portal

x Google

Commodities >

Left %

Add Widget

After the Compatibility View Settings box opens, select the “Add” button to add
Mansfieldfuels.com to the list.

Prnt
File

B -8 -3 @ v Pagev Setys Tk~ @~ FB| 500 00w

Safety
Add site to Apps
View downloads
Manage add-ons
F12 Developer Tools
Go to pinned sites

Compatibilty View settings

Internet options
About Intermet Explorer

A

Add this website:

[/—\)‘Q Change Compatibility View Settings

dmansfieldfuels.com

Websites you've added to Compatibility View:

Click Close

Close and then reopen the web browser and the reports should work as you expect.

After the servers are upgraded, Internet Explorer will ignore this setting so no further action will

be necessary.
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Adding Vehicles

Vehicles are tied to fleet fuel cards rather than drivers. When you add a vehicle to your fleet, you will
need to request a new fleet fuel card for it.

From the Home Page on FuelNet, Go to Applications>Fleet Management>Vehicles>Vehicle Add

tepe manchieldioehicom Sels P-8c Fuelink - Home T3 Murfuid Enargy Corp. | Eneng.. Heme - Home & pt_WebdccoueSearch - Fape.

fie [t View focetes Yook Melp

Home  Applcations ~

Usts Fued Services
{ Marke! Quote
Fleet Manag » R »
| Uncarle. oot Management eports
Irvoikces ’ o —_— e
Tooh MNales 3 -
Weicon Orivers » -
ALtount Semags 16 .
Vetucies . =
oFus Invaces
My Accouet ’ “* 0
Reports
Web Account Admin » v 0.0
.

Lraties

Fuetiet Help

Usts
Krcmiede Videos \Links

Quick Unks

Vides pour Pusitiet - En
Francas

Volere Trend Carbon Footpnint Prodwcty

NMEMMEIRTINI e T

You should be at Step 1: Agency

On this screen please select your agency from the drop down box. Please enter the DEPT and Sub-Dept
if applicable. Click “Next” when you have entered your information correctly.

e 2 hitps.//www.mansfieldfuels.com/_layouts/FuslNet Share? O ~ @ C || [7] Fuellink - Home T Mansfield Energy Corp. | Energ... [ Vehicle Add & rpt_WebAccountSearch - Repc

93 ] Suggested Sites v ] Web Slice Gallery +
<&
Fuelner

Home  Applications - Search this s

Lists Step 1: Agency

Libraries Please enter the information below and press the Select bution.

Account Settings
eFuel Invaices

Tools

e cra e

Libraries

FuelNet Help To submit vehicle requests in bulk, click here for instructions and samples
Lists

Knowledge Videos\Links

Quick Links
Video pour FuelNet - En
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Step 2: Enter Vehicles for Your Agency

You may enter up to 25 vehicles at a time.

For Vehicle ID it must be 6 digits only. You cannot enter letters or special characters.
For License, enter the license plate information.

For VIN, enter the 17 character VIN on the vehicle.

For Description, enter the Year, Make and Model (17 character limit including spaces)
For Tank Capacity, enter the amount of gallons the fuel tank holds.

For Product Restriction, select Unlimited or Fuel Only. Unlimited allows for the purchase of
services.

Click Next at the bottom of the screen.

biEl

-@ac Fuellink - Home R Mansfield Energy Corp. | Energ=.. | Vehicle Add x| & rpt WebAccountSearch - Rego...

Home  Applications - Search this site... yl (7]

Lists

Libraries To submit vehicle requests in bulk, click here for instructions and samples
. Step 2: Enter Vehicles for 14797 DGS OFFICE OF FLEET MGMT

Tools

::J::‘;:;T;ms Please enter in the vehicie information here and press the Nexrbution
— NOTE: You 80 ot have to us all of the rows provied, Just the ones You nesd.
iy L ] 1 1 Ui v
L 1 [ ] L 1 %
Lists L [ ]
Krnomledge Videas\Liks 7 [ J 1 C 1
[ | 1
Quick Links [ ] 1
Video pour FuelNet - En | ‘ :I
1 [ ] | 1
[ | 1
[ J C 1
[ | 1
[ ] 1
[ | L1
[ ] 1
[ | 1
[ J C1
[ | C 1
[ ] 1
[ | I 1
[ ] C 1
1
[ | L1
—— | | — —
] C
=) N

0% -
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Step 3: Completed!

File Edit View Favorites Tools Help
% Find: | Previous Next |[ 7] Options v

GS
Site Actions ~ B

o
Fuelner

Home  Applications v

Tools
Accoliot eettings vehicle requests in bulk, click here for instructions and samples
Reports

Your entries have been submitted for approval. You should receive an email message when your request has been approved and processed

P . Product
¥ 5 VIN Description Tank Capaci Confirmation

LaEis pacty
FuelNet Help Xvz123 1TEST2VEHICLE1234 2014 TEST VEHICLE 20 Uniimited 434467

To create more vehicle cards, Click Here.
Lists

FuelNet Announcements
Report Issues

Quick Links

) All Site Content
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Modifying Vehicle Information

Occasionally vehicle information and license information will change (i.e. transferring of a license plate
to another vehicle). To modify vehicle information go to Applications > Fleet Management > Vehicles >
Vehicle History

Lo | G ]
hitps. i mansfiedfuels.com defuit 5 p-ac i | op. | Energ... (. Home - Home @ tWebAccountsearch - Repo
Fle Edt View Fwortes Tooks Help
5 B ted Sies v &
< A
Fuelner
Home  Applications Search this sit » )
sts | Fuel Services
Market Quote
Librarie. Fleet Management » | Reports - .
Tools Invoices » e Comast; >~ Crange:
Welcon privers 3 % %26 ¥ 00
Account Settings ® 317 440
Vehicles -
eFuel Invaices 167 18 o
s My Account 1 151
v Web Account Admin 188 1
par 08t 08
Ubraries
Fueliet Help
Uists ot Card White Paper
Knowiedge Videos\Links
Quick Links
Video pour Fuelilet - En
Frangais
dat led (0 ransaction detail, please view reports
Volume Trend Carbon Footprint Products
o 8
N
v
HOM |  search. _hist 1008 v
Fuel o
Applications - Search this site...
Lists. Step 1: Search for vehicle
Uiz Optionsl Filter: [Nens. | [EquALTE V] |
Tools Agency: [ v]
Account Settings Account Number.
<Fuel Invaices CardNumber[ |
R
Please nots the allowing,
Libraries = Allitems are optional, but you will need to enter in at least one item to get results.
FuelNet Help * For the License and PIN fields, all results begining with what is entered will be returned

Optional Filter: Choose between None, Vehicle ID, License, VIN, Description or Tank Capacity.

When you choose any of the choices other than “None” you will need to select from the adjacent drop
down box “Equal To”, “Begins” or “Contains”. In the third box you will need to enter your criteria. For
example if you want to search for a vehicle and you know the VIN ends with 12345, then Select VIN and
“Contains” and then enter 12345 in the third box. It is not necessary to select your agency from the
drop down box nor do you have to select your Account Number.

If you want to search for a vehicle by its card number you can enter the card number in the Card
Number field and click Next.
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Step 2: After you click Next a screen will appear with your vehicle information. The top line will have
information pertinent to the vehicle. The bottom section will show the history of changes to the vehicle.

In the middle of the information you will see “Modify”, “Reissue” and “Deactivate” in green. It is always
advisable to make your changes through Vehicle History simply because you have the opportunity to

search and see your information before modifying it.

To Modify the information click on “Modify”.

; w{ | http://wwnw.mansfieldfuels.com/_layouts/FuelNet SharePoint.Components/PageViewers O ~ & X |[ @ no. ] v.x @ z @ ba..| @ Ne. 310, B as.. o4
File Edit View Favorites Tools Help x @‘Comen - pPSelect

Site Actions ~

FuelNEr

Home  Applications ~ Search this site... » (2]

I e

Tools

Account settings

Reports [14797 DGS OFFICE FLEET MGMT 9109 957654 [Xvz123_|[1TEST2VEHICLE1234 |[2014 TEST VEHICLE B
Modify Reissue Deactivate

Libraries Entry Date Entry By | Approval Date Maml Code | Replacement Code [DEPT | Sub-Dept

FuelNet Help 434467 114201492515 AM  VADGS /1472014 10:30:03 AM

Lists

You can modify the Department, Sub-Dept, License, VIN and Description. Simply make your changes and
if you want you can change the Effective Date to coincide with your reporting. Click next.

m )[ 2 https/ wwsmansfilfuels.com_ayouts/FulNet SharePoint.Components/PageViewers © = & X || @ how [V |g z @ ba | @ Ne. P30, B
File Edit View Favorites Tools Help x @Comen v ]:ESelect

Site Actions

Fuely:r

Home  Applications + Search this site.. » (2]
Tools Step 2: Update Data
Account settings
Reports Please update the information you would like to, and press the Next button.

Card Vehiclel B o Tank -

Fuelliet Help 14767 DGS OFFICE FLEET MGMT 9108 werese  xvz123 ATEST2VEHICLE 234 2014 TEST VEHICLE 2 1 [=]/[a =] [z 5]

.
Lists
ML St st

After you click Next you will receive confirmation of your changes. It will take approximately an hour for
the changes to take effect.

T W |-

m w] 7 hittp:/ /www mansfieldfuels.com/_layouts

elNet SharePoint.Components/PageViewer: © ~ & X H ) ho,,_]‘ v
File Edit View Favorites Tools Help x G T BSelect
DGS -
Site Actions * il
(S}

Fuelyer

Homel| Applications~. Search this site.. p (7]
Tools Step 3: Completed!

Account settings

Reports ‘Your entries have been submitted for approval. You should receive an email message when your request has been approved and processed.

FuelNet Help 14707 DGS OFFICE FLEET MGMT 123XYZ  1TESTZVEMICLE1234 2014 TESTVEHICLE 20 434583

Lists
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Cancel Requests
Sometimes there will be an instance when you enter a vehicle in error and need to cancel the request. If
you act on this quickly enough, you can cancel it on FuelNet without having to terminate the card.

To cancel requests go to Application > Fleet Management > Vehicles > Cancel Requests

L= |60 il

hitps mansfieldfuls.com defauilt sspx p-ac i | |Energ..| (] Home - Home * | (@ mt_WebAccountSeacch - Repo—
Fle Edt View Favortes Took Help

35 5] suggested Sites v ) We

© A
Fuelyer

Home  Applications Seorch this ske » )
sts | Fuel Services
Market Quote
» ,
Librarie. Fleet Management Reports
L Invoices ,
Welcor] Drivers »
Account Settings
Vehicles
eFuel Invoices
My Account
Reports )
Web Account Admin
Ubraries
Fueitet Hep
Uists Fleet Card White Paper

Knowledge Videos\Links

Quick Links

Video pour Fueltiet - En
Franais

Widget data reflects billed (or invoiced) volume;for transaction detai, please view reports,

Volume Trend Carbon Footprint Products

=,

I 0% -

Step 1: Select vehicle requests to cancel

Verify the vehicle you want to cancel appears on the screen. Place a check in the box under “Cancel” and
click Next.

m w‘ T http://www i m/_layouts, SharePoint.Ci g P~ X ‘

File Edit View Favorites Tools Help

Site Actions =

o
Fuelyer
Home  Applications ~ Search this site. p (7]
Tools Step 1: Select vehicle requests to cancel
Account sattings
Reports Here is a list of your vehicle requests that have not been processed. Please check the requests you would like to cancel and press the Aex? button.
Fueltiet Help 14767 DGS OFFICE FLEETMGMT  DGS p— 123XYZ  TEST2VEMICLE1234 2014 TESTVEMICLE 20 v Voyager  Unimited  [7]
Next ] [[Reset
Lists
FuelNet Announcements

18|Page



Step 2: Complete!

mw[ T hitp//www layo SharePoint.C g D~ OX

File Edit View Favorites Tools Help

b Lo..| Flsd... | 2 Ne. |

x @ Convert v [ Select

DGs

Home Applications

Search this site.. » (2]
Tools Step 2: Completed!

Account settings

Reports The following requests have been cancelled

Fuellet Help. 14707 DGS OFFICE FLEET MGMT DGS

87654 123XYZ  1TEST2VEHICLE1234 2014 TESTVEHICLE 20 u Voysger Uniimited

Lists
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Reissue Card
When a card is damaged, lost or stolen, the card will need to be reissued.

Go to Applications > Fleet Management > Vehicles > Vehicle History

[ESEGE™ )

Pitps i mansieldfuets.com defuit p-ac | {Ene1g... .| Home - Home @ mtWebAccountSeacch - Repo-
Fle Edt View Favortes Tooks Help

s & ted Sites v &

5 R
Fuelyir
Home | Applcations - Coorch o ot =T
iy | s
Market Qoote

Ubrarie_ Fleet Management  » | Reports »
2 Tnvoices W
i Welcor Drivers 50.27
At sao
ud Soicas Vehicles » Vehi .
s My Account :
<

Web Account Admin » 188

s 2

Ubrarles
Foeet e

Lists
Knowiedge Vdeos\Links

Quick Links

Video pour Fuelliet - En
Frangais

invoiced) volume;for transaction detail, please view reports.

Volume Tr

=1, Mot

Carbon Footprint Products

TRwow v

File Edit View Favorites Tools Help X @ Convert v [ Select

DGS ~
Site Actions ~

=
Fuelner

Home  Applications ~ Search this site... L 2]
Tools Step 1: Search for vehicle
Account settings. Optional Filter: | None [>][equaLTo [¥]
Reports Agency: =
Account Number. [~
Libraries Card Number
FuelNet Help Max Returned: [25 [+]
(Reset ]
R Please note the following:
Lists

* Allitems are optional, but you will need to enter in at least one item to get results.
* For the License and PIN fields, all results begining with what is entered will be returned.
* Iftoo many items are returned, simply add in more restrictions here.

FuelNet Announcements
Report Issues

Optional Filter: Choose between None, Vehicle ID, License, VIN, Description, or Tank Capacity.

When you choose any of the choices other than “None” you will need to select from the adjacent drop
down box “Equal To”, “Begins” or “Contains”. In the third box you will need to enter your criteria. For
example if you want to search for a vehicle and you know the VIN ends with 12345, then Select VIN and
“Contains” and then enter 12345 in the third box. It is not necessary to select your agency from the drop
down box nor do you have to select your Account Number.
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If you want to search for a vehicle by its card number you can enter the card number in the Card
Number field and click Next.

Step 2: After you click Next a screen will appear with your vehicle information. The top line will have
information pertinent to the vehicle. The bottom section will show the history of changes to the vehicle.

In the middle of the information you will see “Modify”, “Reissue” and “Deactivate” in green. It is always
advisable to make your changes through Vehicle History simply because you have the opportunity to

search and see your information before modifying it.

To Reissue the information click on “Reissue”.
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Step 2: Update Data. To the far right under the “Reason” drop down box, select Lost, Stolen or
Damaged. Be sure to click “Reissue” check box. If you don’t click the check box a card will not be issued.
Click Next.
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Step 3: Completed!
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Anew card wil be sent. To reissue more vehicle cards, Click Here.
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Terminate Card
When a card is no longer needed it will need to be terminated.

Go to Applications > Fleet Management > Vehicles > Vehicle History
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* Allitems are optional, but you will need to enter in at least one item to get results.
* For the License and PIN fields, all results begining with what is entered will be returned
* If too many items are returned, simply add in more restrictions here.

FuelNet Announcements

Report Issues

Optional Filter: Choose between None, Vehicle ID, License, VIN, Description or Tank Capacity

When you choose any of the choices other than “None” you will need to select from the adjacent drop
down box “Equal To”, “Begins” or “Contains”. In the third box you will need to enter your criteria. For
example, if you want to search for a vehicle and you know the VIN ends with 12345, then Select VIN and
“Contains” and then enter 12345 in the third box. It is not necessary to select your agency from the drop
down box nor do you have to select your Account Number.
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If you want to search for a vehicle by its card number you can enter the card number in the Card
Number field and click Next.

Step 2: After you click Next a screen will appear with your vehicle information. The top line will have
information pertinent to the vehicle. The bottom section will show the history of changes to the vehicle.

In the middle of the information you will see “Modify”, “Reissue” and “Deactivate” in green. It is always
advisable to make your changes through Vehicle History simply because you have the opportunity to

search and see you information before modifying it.

To terminate the information click on “Deactivate”.
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Step 2: Vehicles to Deactivate. To the far right under the “Deactivate” column, click the check box. If you
don’t click the check box the card will not be terminated. Click Next.
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Step 3: Completed!
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